
Presented By: Raymond Bamba  
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Government of Guam  
Excess / Surplus Property 

Program 
  

 Creation of GSA: The Public Law 16-124   
     enacted on October 1984 created the General 
     Services Agency within the Department of 
     Administration as the central procurement of  
     supplies and services for the government of  
     Guam.  The Surplus Property Branch falls under 
     the General Services Agency. 
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 Goals and Objectives: Our objective is to prevent 
     waste, to continue reutilization of supplies and  
     property, to obtain the optimum money return to the 
     Government for property sold and to minimize the 
     need for abandonment or destruction. 
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Process on the Disposition of  
Surplus Property: 

 1. Inventory Control: The Appointing    
     Authority of each department or agency is      
     responsible for the accountability of all         
     properties acquired for official use.  Inventory,    
     safeguarding, maintenance and disposition  
     are the primary responsibilities of the accountable 
     officers.   
 
   

4 



 a. Report of Survey: Property no longer                  
      required by the department, i.e. excess or       
      unserviceable,  a complete Report of Survey   
      (Form 239) must be submitted to the  
      General Services Agency. 

5 



b. Transfer of Property: Transfer of  
     property from one department to 
     another. Transferor must complete the 
     “Transfer of  Property” (Form No. 07).   
 

c. Receipt for Property:  Property 
       turned into the General Services Agency are 

made available for reutilization to the 
government departments and agencies. The 
General Services Agency representative must 
complete the “Receipt of Property”  

       (Form GSA 139).   
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 Excess Supplies: Supplies having a remaining 
 useful life, but which are no longer required by the 
 using agency in their possession. 
 
 Surplus Supplies: Supplies no longer having 
 any use to the government; includes obsolete 
 supplies, scrap materials, and etc. which have 
 completed their useful cycle.   
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2. Report of Survey  
(Public Law 16-124, Section 8-  201.06)  

 
          All department and agencies will: 
 
  a. Maintain a departmental report of survey 
       log for control purposes (See attached).   
 
  b. Complete and submit request for survey 
       of property to General Services Agency 
       (See attached). 
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 c. Agency is responsible for hauling           
     and/or delivery of property at agency’s  
     expense. 
 
 d. Motor Vehicle.  All turn-in of motor vehicle 
      must accompany survey report with vehicle 
           ownership certificate or registration 
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• Schedule date for turn-ins.  Provide  
   contact numbers, cell phone, or email.   

 
 

  
• Copy of Survey Report must be attached to a 
  formal letterhead cover memo addressed to  
  the Chief Procurement Officer, General Services 
  Agency, for removal of the surveyed vehicles from 
  the respective department’s authorized fleet list 
  under the government-wide automated Fuel  
  Purchase Program. 
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• Communicate with the divisions within the  
  department prior to survey of property to General 
  Services Agency; if the property is still in useable 
  condition. They might have use for the property.  
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•Transfer of Property:  Complete Form 7. 

 
•  List property being transferred; make, model, SRN.              
The transfer of property from one department to 
another can be accomplished by forwarding the 
completed Transfer of Property document to GSA, 
which must be approved by the Chief Procurement 
Officer who makes the ultimate decision. 

   
•Forward to GSA, must be approved by the Chief 
Procurement Officer who makes the ultimate decision.   

 
•Department receiving property, provide GSA a copy 
after its signed approved. 
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      Receipt for Property/ Usable property under the  

General Services Agency’s possession 
 

• Visit the General Services Agency Surplus Property  
   facility 
 
• Identify property needed 
 
• GSA representative will prepare the Receipt of Property  
  (Form 139) 
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• Only the authorized representative from the  
   receiving department is to sign the document 
 
• For vehicles - present to motor vehicle, you must  
   register the vehicle to your department. 
 
• Property no longer required for reutilization goes to 
   sales.  
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STANDARD OPERATING PROCEDURES FOR 
GOVERNMENT OF GUAM BIDDING PROCEDURES 

 

 1. Soliciting and Opening (Public Law 16-124,  
     Section 8-201.08.2)  The Administrative Support     
     Staff will prepare the Surplus Sale bid invitations;  
     provide the Surplus Sale bid invitation control    
     numbers;  prepare bidders register  
     (See attached form) and prepare the abstract of bids. 
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     A. Sales 
 

• The bid advertisement is posted on the Marianas 
   Variety newspaper and also on the GSA website,  
   http://www.gsa.doa.guam.gov/.  
 
• Conduct sales quarterly. 
 
• The General Services Compound has limited space. 
 
• The bid is on site. 
 
• The sale is open to the general public. 
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            B. Bid Recording Procedure : 
 
  1. Record on the bid abstract form, the bid item  
     number, name of bidder and bid package control 
     number, and total amount of the bid offer per item.  
     (See attached form). 
 
 2.Upon completion of the bid, sign tabulated portion 
     on the far left-hand side of the bid abstract by the 
     recording secretary. 
 
 3. Secure signature of bidders participating/witnessing 
     the bid opening by having them sign on the reverse 
     side of the bid abstract form 
  

22 



23 



  

    
 
 4. Review and ensure all entries are posted  
     accurately. 
       
 C. Award 
      Award shall be made in accordance with the    
      provisions of the request for sale bids to the highest 
      responsive and responsible bidder, provided that 
      the price offered by bidder is acceptable to the  
                 Chief Procurement Officer.  
  
                         

 1.The Surplus Property Management    
    Administrator (SPMA) will: 
 
  a. Compare each bidder indicated 
      with circle on bid abstract. 
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 b. Notice of Awards will be issued to each   
     successful bidder indicating the line item  numbers 
     awarded; the bid amounts per line items awarded; 
     the total amount due; and the following Notes:     
     “Payment is required within five (5) days from   
     receipt of the Notice of Award.  In addition, the        
     purchaser shall remove the property within  
     fifteen (15) working days after notified.”  
     (See attached) 
 
   
 

25 



c. Type award and acceptance portion on the 
     bid invitation form and ascertain that the  
     form is completed and signed by the  
     Chief Procurement Officer. (See attached) 
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  d. Upon acceptance and completion of award,  
          and the submission of payment: (1) prepare  
          Treasury Depositor’s Report indicating all  
         denominations received; (2) consolidate all  
         yellow copies of the field receipts and attach  
        to the Treasury Depositor’s Report  
                (See attached);  
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e. Upon making a deposit of all transactions, a copy  
    must be filed in the Treasury Depositor’s Report file. 

(3) verify all monies and other denominations  
       received and make deposit to the Treasurer of  
       Guam indicating the revenue account to be  
       credited to; (4) ensure official receipt is obtained  
       indicating payer as GSA-DOA and stamp (“paid”) 
       by Treasurer ‘s Office. (See attached) 
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• No employee of the owning or disposing agency shall be  
   entitled to purchase the property. 
 

•All monies received from the sale are deposited into the 
  Special Surplus Fund account.   
 
•Donation:  Property not sold may be donated to  
  non-profit organizations / local charitable organizations, 
  provided that the property is consistent with the 
  non-profit donee’s type or purpose of organization  
  (i.e.: College or University, Program for Older 
  Individuals, Child Care Center, Museum, Training,ETC.) 
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Completion of Bid Sale 
  Upon completion of the analysis & closing of the    
  surplus bid sale, the Administrative Support Staff will: 
 
 1.Annotate on each copy of departmental survey report 
    indicating sold, GSA Bid Invitation Number and Date   
    of Bid Sale. 
 
  2.Forward one copy of the survey report to appropriate 
    department and one copy to the Division of Accounts, 
    Attention Property Control Officer. 
 
 3. File all corresponding survey report with completed 
      bid packet.   
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Disposition of Proceeds  
(Ref Public Law 16-124,Para 8301.01) 

  

• Net proceeds from the disposition of  
  excess or surplus supplies shall be  
  credited to the Special Surplus Fund 
  Account. 
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ANY QUESTIONS ??  
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State Agency for Surplus Property 
Federal Donation Program 

 

 1. Creation of the Guam  
     State Agency for Surplus  
     Property (SASP):  Public Law 11-219 by the 11th  
     Guam Legislature was enacted on January 7, 1973 which 
     designated the Department of Administration  
     as  the State Agency for the purpose of Section 203 (j) (4)  
     of the Federal Property and Administration Act of 1949  
     as amended.   
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 In accordance with the law, State Agencies have been 
 established by each state including Guam to distribute 
 personal property designated as surplus by the federal 
 government (personal property that the federal 
 government no longer needs.) 
 
 The State Agency is housed at the General Services 
 Agency in Piti, Guam with only one staff, who is the 
 Surplus Property Management Administrator, 
 responsible for the ultimate administration of all 
 phases of the State Agency; and is overseen by the 
 Chief Procurement Officer. 
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  2. Eligibility: The State Agency is responsible for  
       determining the Eligibility of Public Agencies to receive  
       donations of surplus personal property to be used for one 
       or more public purposes, and to eligible non-profit  
       educational and public health activities exempt from 
       Taxation under Section 501 of the Internal Revenue   
       Code, including research for any such purposes and for  
       use in programs for older and homeless  individuals.   
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3. Public Agencies  
(REF FPMR 101-44.207(b) 

  
Surplus Personal Property may be donated to public agencies 
involved in such activities as conservation, economic 
development, education, part programs and recreation, 
public safety, public health, and programs for homeless 
individuals, and will complete the public agency application 
and forward to the State agency as follows: 
 
 a. Application. Complete application as indicated in 
      Enclosure 1 utilizing information found in Part B
      (See attached form)       
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b. Delegation of Authorized Representative.  
       
    Designated authorized SASP Representative 
 asindicated.(See attached form) 
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Certifications/Agreements 
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Certifications/Agreements  
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Certifications/Agreements  
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 c. Certification and Agreement. Complete form  
      utilizing the information found in the        
      certifications and agreements governing the  
      acquisition of personal property. 
 
 d. Resolution of Governing Board. A resolution of the 
      governing board or a written authorization signed 
      by the department/agency head designating one or 
      more representative to act for the applicant, obligate 
      necessary funds and execute issues or transactions 
      as indicated. 
 
 e. Non-discrimination Assurance.  Complete as  
     indicated.(Please see attached form) 
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4. Non-profit, Tax-exempt Institutions  
(REF FPMR 101-44-207 ( c  )   

 
         Surplus Personal Property may be donated to  
         non- profit, tax-exempt activities for the purposes  
         of educational or public health.  The property must  
         be essentially for the primary educational or public 
         health function for which the activity receives donable 
         property and not for a non-related or commercial  
         purpose. 

       Non-profit, tax-exempt activities wishing to participate 
       will complete the appropriate applications for their 
       institution and file with the State Agency as follows: 
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 a. Application.  Educational and public health   
     institutions must complete the application   
    utilizing the information as indicated.(See attached) 
 
 b. Determination of Eligibility  
     (REF FPMR 101-44.207 ( e ), upon receipt of      
     application, the State Agency will: 
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 1. Determine that an applicant is eligible as a  

                public agency or a non-profit, tax-exempt  
                educational or public health institution, or  
                organization to participate in the program and  
      receive donations of surplus personal property. 
 
 2. Review the status of the applicant as a public    
      agency or as an eligible non-profit, tax-exempt    
      activity.  Evidence should be included in the    
      application that the applicant is a public agency or 
      has been determined to be non-profit and tax- 
      exempt under Section 501 of the Internal Revenue 
      Code of 1954. 
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3.  Review evidence that the applicant is approved, 
 accredited or licensed when it is a requirement of 
 one or more of the applicants program. 
 
4. Certification that the applicant is receiving funds  
     appropriated for programs for older individuals  
     when the applicant is a non-profit, tax-exempt  
     activity that conducts programs for older   
 individuals. 
 
5. Ensure appropriate guidelines as set forth in the   
    State Plan of Operations as follows: 
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 c. Needs and Resources REF FPMR 101-44.207 
  1.In order that the State Agency in distributing 
     property can give fair and equitable  
     consideration to the relative needs and  
     resources of the donees within the Territory 
     and their ability to use the property, the State 
    Agency may require each applicant to provide 
               statement on the types and kinds of equipment, 
        vehicles, machines, etc., for use in the      
      applicant’s particular public programs. The 
     State Agency may also request any financial 
     information needed to evaluate the financial 
     needs and resources of the applicant. 
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        d. Approval of Application.  

  
       Upon approval of the application, the State    
       Agency will: 
 
  1.Complete the State Agency Use portion of  
      the application; 
  2. Ascertain that the Surplus Property  
      Management Administrator affixes his  
       signature approving the application; 
  3. Forward approved application to   
      appropriate donee; 
  4. Retain and file State Agency copy in the  
      donee application file. 
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 e. For Delegation of Authorized Representative, 
     Certification and Agreement,  resolution of the 
     governing board and non-discrimination assurance, 
     follow the same format utilized by public agencies as 
     found in Enclosures 2, 3, 4, and 5, respectively. 
 

 f. Maintaining Eligibility  
    (REF FPMR 101-44.207 (H).   
     The State Agency will: 
 
  1.Update eligibility record on a periodic basis but 
                not less than once every three years. 
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 2. Ensure that eligibility files for skilled nursing    
      homes, intermediate care facilities, alcohol and 
      drug abuse centers, programs for older and     
      homeless individuals, and other programs that     
      are certified, approved and/or licensed        
      annually, must be updated every year. 
 
 3. When an eligible donee ceases to operate or    
      when it loses its license, accreditation, approval 
      or otherwise fails to maintain its eligibility     
      status, the State Agency shall terminate its    
      distribution of property to the activity. 
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      4.Fair and Equitable Distribution 
 
           a. The State Agency shall provide fair and  
     equitable distribution of property within the 
     Territory based on relative needs and    
     resources of interested public agencies and 
     other eligible institutions within the Territory 
                and their abilities to utilize the property. 
 
           b. Needs and usability of property as reflected 
     in selections of property by the done   
                including expression of need and interest on 
     the part of the Public Agencies or other  
     eligible donees within the Territory as  
     reflected on the “Want List” transmitted to 
   the State Agency. 
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 c. Visits to Donee.  The State Agency personnel will (1) 
     familiarize themselves and through personal contact, 
     shall make themselves cognizant of done operations 
     and programs; (2) encourage frequent visits to the 
     SASP warehouse by donees; (3) solicit want list     
     information from donees by handing out want list 
     cards; (4) make available on itemized listing of    
     properties available at the State Agency warehouse. 
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   5.Want List  (REF FPMR 101.43.304 (f). 
 
 a. Donee shall provide the State Agency with 
     are request for donation of properties     
     utilizing the State  Agency “Want List”       
     form.(See attached form) 

 6. Request for Property:   
   
  A. Want List 
  B. Availability of Property 
  C. Inspect Condition of Property 
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• Donee shall maintain a uniform standard of  
   information to be recorded in the Want List file such 
   as date of request, date record will be purged if no   
   action was taken, minimum acceptable conditions of 
   property, date forwarded to the State Agency. 
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 7. State Agency Review of Donee Needs. 
 
 a. Upon receipt of donee “Want List”, the    
     storage and distribution technician will (a) 
     ascertain that property is being given fair    
     and equitable distribution and quantities    
     issued are reasonable in relation to size of 
     donee; (b) review done want list against    
     properties available at the State Agency   
     warehouse.  If not in stock, forward want list 
     to the State Agency Distribution Supervisor. 
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 b. The State Agency Distribution Supervisor  
     will (1)record donee want list in the want list  
               control log book; (2) assign a control number on  
     the upper right-hand corner of the want list form; 
     (3) date stamp want list and affix initials  
     indicated received; (4) duplicate one copy  
     and forward to State Agency screener. 
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 c. The State Agency screener will (1) review  
     donee want list against the General Services  
     Administration’s monthly catalog listing to    
     determine if item is available.  If item is not     
     available in the listing, the State Agency screener 
     shall make arrangements with the Defense    
     Logistics Agency (DLA) to review availability of    
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    d. Fulfilling Needs.   
 
  1.Property found to meet the donee needs as 
     shown on the want list will be tagged and  
     marked “SASP”. 
 
  2.Fill in screener’s tally (Form 103),   
      (See attached form).  (a) original to be   
       retained by DLA;  (b) copy to be retained  
      by SASP Screener for appropriate action;  
      (c) annotate on the upper portion of the  
      want list, “completed” with current date  
      and affixed initials;  (d) forward completed 
      want list and screener’s tally to Property  
      Distribution Supervisor for further action.   
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 3. Upon receipt of completed want list, the  
      Property Distribution Supervisor will: (a)  
      annotate on the original want list file  
      “completed”, with current date and affix own      
      initials indicating action has been made; (b)   
                 pull out original want list from the outstanding  
                 want list file; (c )  file want list in the  
       completed portion of the want  
       list file indicating completed;  (d ) attach  
       completed copy of the want list to the appropriate  
       screener’s tally; (e  ) contact the appropriate  
       donee and request submittal of requisition.   
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4.  Upon receipt of the screener’s tally, the Property  
      Distribution Supervisor will review and forward the   
 appropriate screener’s tally with the corresponding 
      donee want list to the administrative support 
  staff  for further action. 
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 8.Screen for Property: The Defense Logistics  
     Agency (DLA) is headquartered in Battle Creek, 
    Michigan.  The  DLA has locations in 41 states  
    and 16 countries around the world.  Their inventory 
    includes thousands of items, from air conditioners,  
    to vehicles, clothing, computers and much more.  

78 



 Property is first offered for reutilization to the 
 Department of Defense, transferred to other federal 
 agencies, or donated to State and local government 
 and qualified organizations.   

Location: Defense Logistics Agency (DLA) – Guam is  
located in Naval Station, Building 631. 
 
Screening Schedule:  Tuesday thru Thursday 
     8:00 AM – 11:30 AM 
     12:30 PM – 2:00 PM 
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 9.GSAXCESS:  This is the site for the Federal  
           Excess Personal Utilization  
           Program and the Federal Property 
           Donation Program, that is being 

  operated by the General Services 
  Administration. 
 
  This site is an online interface to the 
  worldwide inventory of available 
  excess personal property; and to 
  request for excess property.    
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1o. Electronic Transfer Order 
 

  Personal property disposal system requires a  
  User ID and Password. 
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11. Release of Property by Holding Agency (DLA) 
 

• Prepare “Letter of Authorization to Remove Property”  
        (C5-RTD Program); obtain authorized signatures.  
        (See attached form) 
 

• Fax copy of Transfer Order and Letter of Authorization  
   to Remove Property to DLA.  DLA will issue Material  
   Release Order (MRO). 

 
• Pick up property.   
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12. Inventory Control and Accounting  
(REF FPMR 101-44-202 (3) 

 
     1. Check property into State Agency custody: 
 
  a. Immediately upon receipt of donable  
                           property, the warehouse receiving technician 
      will: 
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10. Receive Property: SASP is responsible for 
receiving, storage and safekeeping of property until it 
can be issued to the Donee.   
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1. Verify the description, condition and quantity as 
indicated on the green copy of the transfer order.  

  
2.   Upon verification, a property tag shall be prepared to 
       identify as follows (Please see attached form): 
state application number 
allocation number 
description including serial number 
quantity and unit of issue 
unit acquisition cost 
condition 
storage location 
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 3.   Store property in the security 
       cage at the appropriation 
       location.   
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13. Upon receipt of completed Transfer Order,  

        the Surplus Technician will: 
 
 a. Verify Transfer Order and prepare individual stock 
      record card (See attached form). 
 
 b. Determine shipping and handling charges. 
 
 c. Forward Transfer Order and completed stock    
     record card(s) to administrative support staff.   
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14. Upon receipt of completed Transfer Order 
      and stock record card, the Administrative 
      Support Staff will: 

 
 a. Post the date property was received at State Agency 
     as indicated in the Transfer Order, to the  
     Transfer Order Register log (See attached form). 
 
 b. File the completed receiving report to the     
      appropriate transfer order file  
      (by Transfer Order No.)  
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 c. Post quantity received and date to the appropriate  
     individual stock record card. 
 
 d. File stock record card.  (1) Stock record card will be 
      used for issues and any other disposition of item; 
      (2) stock record card will be retained in file for not 
      less than three (3) years after issue is made; (3) after 
      the last item is issued, the stock record card shall be 
      filed in the appropriate donee- file; (4) all    
      adjustments must be approved by the Surplus    
      Property Management Administrator.   
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 15. Service and Handling Charges: Service and 
        Handling (S&H) Charges are computed up to 15% 
                   of the acquisition cost of the property, which may 
                   include freight, packing, repair, removing and 
        installing equipment, and making property   
        serviceable. A maximum of 10% will be assessed 
        for property directly picked up by the Donee from 
        the holding agency. A maximum Service &    
        Handling Charge amount of $500.00 will be    
        assessed for any property with an acquisition cost 
        of $5,000 or more. 
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16. Financing and Services Charges   
(REF FPMR 101-44-202 (5) 

 
 1.The State Agency is authorized to assess and collect 
    service charges from participating donees to cover 
    direct and reasonable indirect costs of its activities.  
    Charges shall be based on services performed by the 
    State Agency including but not limited to screening, 
    packing and crating, removal and transportation. 
 
 2. A revolving fund of $25,000.00 is established by 
      legislative action to finance the acquisition and   
      distribution of Federal Surplus Property and is    
      maintained by the collection of service & handling 
      charges.   
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 17) Public Agencies 
  a. Submit Government of Guam  
      requisition as a minimum requirement as 
      follows (See attached): 

 
1) requisition form; 
 
2) document number; 
 
3) requisition number; 
 
4) job order number; 
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5) description; 
 
6) quantity; 
 
7) unit issue; 
 
8) unit price; 
 
9) total amount; 
 
10) authorizing official; 
 
11) certifying official. 
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    b. Upon receipt of requisition, the Surplus  
         Property Control Technician will: 
 
  1) Log in requisition in the SASP requisition 
       control log; 
 
  2) Stamp on the face of the requisition “received 
       SASP” and date; 
 
  3) Affix signature; 
 
  4) Accounting copy will be forwarded to  
       accounts payable for further processing 
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18) Non-profit, tax-exempt institutions 
 

       Submit a certified check from a banking   
       institution and made payable to the  
       “Guam State Agencyfor Surplus Property”. 

10
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19. Making Donable Property Available to Eligible 
Donees 

1. Upon determination that the donee representative is 
       authorized, the Control Technician will: 
 

A. Prepare the distribution document  
  (Please see attached form). 
 
B.  Obtain issue control document number from the 
 issue control log book. 
 
C.  Obtain requisition number from the requisition 
 control log. 

10
1 



10
2 



 D. Check the appropriate box indicating the   
      types of purposes and whether it is a  
      public agency, non-profit or tax-exempt. 
 
 E. Verify all entries to determine accuracy. 
 
 F. Obtain approval signature from the Chief   
      Procurement Officer. 
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 G. Forward completed and approved issue document 
      to surplus technician. 
 
 H. Vehicles.  A copy of Government of Guam Motor 
       Vehicle Registration application indicating State 
       Agency for Surplus Property as “lien holder” must 
       accompany the issue document.(See attached) 
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 2. Upon receipt of the approved issue document, the 
           surplus distribution technician will: 
 
 A. Review the listing of the donee authorized    
      representative to determine validity; 
 
 B. Review the issue document and make issue as    
      appropriate; 
 
 C. Advise donee representative of the terms and    
      conditions as indicated on the reverse side of the 
      issue document; 
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 D.  Advise donee representative in obtaining  
       vehicle registration that the “lien holder” is a      
       mandatory requirement that must appear on the 
       bottom left hand side of the ownership certificate; 
 
 E. Obtain signature of authorized donee rep 
  
 F. Circle total quantity issued; 
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 G. Retain one copy of issue document; 
 
 H. Original copy to donee representative;  
 
  I.  Forward copy to administrative support staff. 
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  2o. Preparation of Billing 
 The State Agency is required to prepare two (2)  
 types of invoices: 
 
       1.Properties with acquisition cost of $5,000 and 

     above per single line item: 

 
 Upon receipt of the completed distribution  
 document, the Administrative Support Staff will: 
 
   A. Prepare invoices with serial number starting  
            with A03---; (See attached form) 
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21. Preparation and Processing of Invoices 
 

 1.Invoices must be processed within one week upon 
    receipt of distribution document. 
 
 2.Properties for acquisition cost of $5,000 and    
     above.   
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  A. Donee (Block 1).  Enter legal name of  
       donee. 
 
  B. Address (Block 2).  Enter complete legal  
      address. 
 
  C. Check Appropriate Block(s)  (Block 3).   
       Insert “X” in the appropriate square to  
       identify the appropriate institution. 
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D. Ordered By (Block 4).  Enter the done name. 
 
E. Issued By (Block 5).  Enter the name of individual 
     that made the issue. 
 
F. Taken By (block 6).  Enter the name of individual 
    that picked up the property. 
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G. Billing Date (Block 7).  Enter the number of invoice 
     prepared. 
 
H. Date  (Block 8).  Enter date property was ordered. 
 
I. Date (Block 9). Enter date property was issued. 
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 J. Date (Block 10). Enter date property was  
        picked up. 
 
 K. Phone (Block 11).  Enter contact number  
      where  person could be reached. 
 
L. Purchase Order Number (Block 12).  Enter the    
     requisition number. 
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M. Purpose (Block 13).  Insert “X” in the appropriate 
      square to identify the type(s) of purpose(s). 
 
N. Application Number (Block 14).  Enter the State 
     Agency assigned number taken from the STD Form 
     123 or the   State Agency Register. 
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O. GSA Number (Block 15).Enter the allocation 
    number assigned by the General Services 
    Administration, taken from STD Form 123. 
 
P. Description (Block 16).  Enter the completed   
     description including serial number(s). 
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Q. Location (Block 17).  Not applicable. 
 
R. Quantity  (Block 18).  Enter the total quantity  
     requested. 
 
S. Quantity Issued (Block 19).Enter the total quantity 
     issued. 
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T. Unit Acquisition Cost (Block 20).  
    Enter the unit  acquisition cost. 
 
U. Total Acquisition Cost (Block 21).  Enter the total 
     acquisition costs. 
 
V. Unit Services and Handling Charges (Block 22).   
    Enter unit services and handling charges. 
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W. Certification Signature (Block 24).  Enter the  
      name of the Surplus Property Management  
      Administrator.   
 
X. Total amount (Block 25).  Enter the total amount 
     due.   
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 3. Properties with Acquisition Cost of Less than  

      $5,000. 
 
 4.  Distribution and processing of completed invoices. 
 

22. Department/Agency/Autonomous Agencies. 
 
 (1) Upon completion of the preparation of invoices, 
        the Administrative Support Staff will: 
 
  a. Forward the original and green copy of  
      invoice(s) and to accounting copy of the  
      requisition to eligible donee for payment; 
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  b. Forward yellow copy of the invoice with copy 
      of receiving report, cash receipt, journal,  
      overage and shortage report, inventory   
      adjustment voucher to Division of Accounts. 
 

c. File pink copy to invoice file. 
 
d. File golden rod copy to donee files. 
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  23. Non-profit, Tax-exempt, Educational and 
         Public Health Institutions.   
 
      (1) Forward original invoice directly to  
            donee for payment. 
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•Preparation and Processing of Certificate of 
  Use Form for Properties under Period of 
  Restriction (See attached form).  

 
  1. The Certificate of Use form is used by the   
       State Agency as a tool in effectuating and 
       monitoring compliance requirement imposed 
                  on properties with acquisition costs of $5,000 
          and above.  The Administrative Support Staff 
       will: 
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2. Immediately upon completion of the preparation 
       of the invoices, prepare the Certificate of Use for 

Blocks 1 thru 8 only; 
 
3. Serial Number (Block 1).  Enter serial number 
      assigned to individual donee; 
 
4. Description of Property (Block 2).  Enter the   
       complete description including serial number if  
       appropriate, and as indicated in Block 16 of the 

invoice document; 
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5. State Serial Number (Block 3) .  Enter the serial 
       number as indicated in Block 14 of the invoice 

document; 

6. Allocation Number (Block 4).  Enter the allocation 
number as indicated in Block 15 of  
the invoice document; 
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7. Date Acquired (Block 5).  Enter the date 
property was acquired (as indicated in the 
Receiving Report,STD Form 123); 
 
8. Invoice Number (Block 6).  Enter the invoice 
    number as appropriate; 
 
9. Acquisition Cost (Block 7) .  Enter the unit  
    acquisition cost as indicated in Block 20 of the    
    invoice document. 
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 1o. Forward original and one copy of the  
      Certificate of Use to Donee. 
 
 11. File copy in the appropriate donee file for  
                property under period of restriction. 
 
 12. Preparation and processing of utilization survey 
      card for properties under period of restriction: 

 The Administrative Support Staff will: 
 
 (1) Immediately upon completion of the       
       preparation of invoice and certificate of use,  
       prepare utilization survey card (See attached form); 
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 (2) Enter the same information as indicated in  
       Blocks 1 thru 8 of the Certificate of Use; 
 (3) Forward original card to the Surplus Property  
        Technician . 
 
 The Surplus Property Technician will: 
 
 (1)Upon receipt of the utilization survey card, file    
       the card in the order of date property was    
       acquired, and as indicated in the date acquired, 
       (Block 6) of the utilization card; 

 (2) Within 30 days, contact the donee to inquire  
        the date property was placed in use; 
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  (3) If property is being used, enter the  
        date in Block 9. 
 
             (4) If property is not being placed in use, enter  
                remarks in Block 12 and affix own initial and 
         date; 
 
  (5)Every quarter thereafter, the Surplus  
       Property Technician will visit donee and  
       record his visit in the bottom portion of the 
       utilization survey card as appropriate; 
 
  (6) At the end of 30 months, remove card and 
        forward to administrative support staff for 
        release of property. 
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 24. Property Distributed to Donee   

 (REF FPMR 101-44.208 (a) 
 

      1.Distribution or Issue Document 
         The donation of surplus personal property is    

         accomplished by the use of a State Agency  
    distribution document which include the: 

 
  A. Certification and agreements required of the 
       donee by the State Agency; 
 

B. Conditions that the donee will return to the  
     State Agency, at its own expense, any   
     donated property that is not placed in use  
      for the purposes for which acquired within 
  one (1) year of donation; 
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 C. Terms, conditions, reservations, and  
      restrictions imposed by the State Agency on  
      the use of any item of property having a unit    
      acquisition cost of $5,000 or more, and any   
      passenger motor vehicle;  
 D. Terms, conditions, reservations, or restrictions    
       imposed on any other donated property by the     
       State Agency,  
 E. Period of restrictions during which the done must 
      use the property for the purpose for which     
      acquired; 
 F. All passenger motor vehicles has a restriction of 30 
     months from the date property is placed in use;   
 G. All items with a unit acquisition cost of $5,000 or 
      more has a 30 month restriction.   
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 25. Compliance  (REF  FPMR 101-44-208( e  ) 
 
The State Agency is required to take necessary action to 
correct any non-compliance involving the use of donated 
property.   
 
The State Agency Surplus Property Technician will: 
 
 (1) Schedule a continuous monitoring process   
       utilizing the utilization survey card within the first 
       thirty (30) days upon donation of the property to 
       eligible donee and every quarter thereafter; 
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 (2)Visit donee site to determine usability of property; 
 
 (3)Determine if property is being used for the    
       purpose(s) for which acquired; and, 
 
 (4) Determine if donee  is complying with the terms, 
        conditions and restrictions.   
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• The State Agency is required to set forth 
  appropriate procedures to provide for the return of 
donable property to the State Agency for further 
distribution if such property is not placed in use or 
ceases to be used by the donee within one (1) year of 
donation. 

 
     Upon determination by the State Agency that the 
     Property is still useable, the State Agency shall direct 
      the donee to: 
 
  (A)Return the property to the State Agency at 
         the donee’s expense. 
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 (C)Provide copy of registration for all vehicles. 
 
  1. Follow the same procedure for Report of  
       Survey as indicated in Enclosure 27,  
       Local Programs.   
 
  2. The State Agency, upon receipt of returned 
      donated property, will: 
  

(B)Provide copy of statement relative to 
       turning  in of property. 

14
1 



 (A)Inspect the property 
 
 (B)Re-transfer the property to another eligible done,  
       if useable. 
 
 (C)Forward copy of Survey Report to Administrative 
       Support Section. 
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• The Administrative Support Staff, upon receipt of 
   the Survey Report , will: 

 
 (A) Prepare warehouse receiving report. 
 
 (B)Prepare inventory adjustment voucher. 
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 (C) Immediately post appropriate information in the 
        stock record card; prepare transmittal        
        memorandum and forward copy of warehouse 
        receiving report and copy of inventory        
        adjustment voucher to Division of Accounts. 
 
 (D) File copy in the appropriate donee file. 
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26. Non-utilized Donable Property 

 
 Donable property, upon determination by the State 
 Agency for Surplus Property Management  
 Administrator that the property is still usable, will 
 contact eligible donee and offer to transfer the property 
 at no cost to them. 
 
  1. Re-utilization of donable property by another donee,    
    donee will: 

  (A)Submit requisition.  Indicate on the requisition 
        on the right hand column of total amount   
        block – “No Charge”. 
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 (B) Upon receipt of a “No Charge” requisition 

        from donee, the Control Surplus Property 
        Technician will: 
 
  1. Log in requisition in the requisition 
      control log; 
 
  2. Prepare distribution document; and, 
 
  3. Follow the same procedure established 
       for  property assessment for service 
       and handling costs.   

14
6 



 27. Revenue:Revenue collected from the service 
 charges assessed are deposited into a Special Surplus 
 Fund  account to be used to purchase equipment, 
 supplies, to improve the office and warehouse 
 facilities, and/or for training and development  

 of the  staff.   

 28. Terms & Conditions:   
  A.  Eligibility Application Updates 
  B.  30-Month Restrictive Use /  
         Expiration of Restrictive Use 
  C.  Non-Compliance 
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 29. Non-Utilized Donable Property: 
  
 A. Transfer to another SASP 
 
 B.  Sell the property 
 
 C.  Destroy or abandon 
 
 3o. Inventory: 
 
 A.  Conducted annually at the end of the fiscal year. 
 
 B.  3040 Report on Property Allocated, submitted to 
          the General Services Administration 
 14
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31. Financial  (Cost and Proceeds) 
 

    A revolving fund was established to finance the    
    acquisition and distribution of Federal Surplus   
    Property and is maintained by collection of service &
    hauling charges. 
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 1. It is maintained as a working capital reserve to cover 
     the operating expenses of the State Agency.  Monies 
     are deposited to the Treasurer of Guam for deposit 
     into our checking account  
                (Special Surplus Property Fund) at the Bank of    
     Guam.   
 
 2. Service and hauling charges will be computed as a 
      combination of up to 15% of the acquisition cost of 
      the property.  A minimum of 10% will be assessed to 
      property directly picked up by done from DLA. 
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     Denominations must be in the form of a check or money 
     order, paid to the order of “State Agency for Surplus 
     Property” 
 
 A. Preparation and processing of payment:      
      preparation of field receipt (See attached form). 
 
 B. Upon receipt of payment  from a done, the    
      Administrative Support Staff will prepare field    
      receipt as follows: 
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    1. Name (Block 1).  Enter name of person or    
     organization making the payment. 
 
     2. Address (Block 2). Enter complete address of 
      person or organization. 
 
      3.Date (Block 3).  Enter date field receipt was    
      prepared. 
 
       4. Description  (Block 4).  Enter brief description 
      of payment.  Include check number.   
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 5. Amount (Block 5) .Enter amount paid. 
 
          6.Revenue Account Number (Block 6) .  
     Enter the account number to be credited with the 
     payment. 
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 7. Period Covered (Block 7).  Not Applicable. 
  
 8.How Paid (Block 8).  Enter type of payment 
      (check or cash, etc.) 
 
 9. Total (Block 9) .  Enter the total amount paid. 
 
 10.  Signature and Title of Collector  
         (Block 10) .  Enter the signature and title of 
       person collecting the payment.   
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    C. Distribution of Copies: 
  1. Original – Donee 
  2. Yellow Copy – Treasurer of Guam  
  3. Pink Copy – SASP File 
 

•   Preparation of Treasury Depositors Report Form   
          (See attached form).Upon completion of processing the 
          field receipt, the Administrative Support Staff will: 
 
 A. Prepare the Treasury Depositors Report as   
      follows: 

  1.Depositor’s Name (Block 1).Enter the 
      name of person making the deposit. 
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 2.Title (Block 2) .  Enter the title of person making 
      the deposit. 
 
 3. Department or Agency (Block 3).  Enter “State 
      Agency for Surplus Property” 
 
 4. Report Number (Block 4).  Enter the report 
       number established by the State Agency. 
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 5. Date (Block 5) . Enter the date the deposit is  
           prepared. 
 
 6. Field Receipt Number (Block 6) .  Enter the 
      field receipt number(s) supporting the payment.   
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 7.Depositor’s Signature (Block 7).  Enter    
     signature of person making the deposit.   
 
 8. Revenue Distribution (Block 8) .  Enter the 
       account number where the revenue is to be    
       deposited. 
 
 9. Denominations  (Block 9).  Enter the amount 
       being deposited by denominations. 
 
 10. Certification  (Block 10).  Not applicable. 
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•  Preparation of Field Receipt Journal.   
               (See attached form)Upon completion of processing 
     the Treasury Depositor’s Report, the Administrative   
               Support Staff will: 
 
 1. Donee (Block 2).  Enter the name of donee or 
     institution; 
 2. Amount (Block 3).  Enter the total amount    
      received; 
 3.Deposit  (Block 4):  Enter date deposit was    
      made; and 
 4.Deposit  (Block  5):  Enter official receipt  
     number issued by Treasurer of Guam. 
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• Distribution of Copies: 
 

  1.Original and 1 copy is retained by Cashier at 
                the Treasurer of Guam’s Office. 
 
  2. One (1) stamped copy to file.   
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32. State Agency Monthly Donation Report of 
Surplus Personal Property  

(Ref.  FPMR 101-44-470) 
 

 1.The State Agency is required to submit reports in 
    duplicate of the General Services Administration, 
    Region 9 Office, by the 25th day of each month,     
    covering the preceding calendar month’s activity.  
    This report is accomplished by using the GSA    
    Form 3040, State Agency Monthly Donation   
    Report of Surplus Property.  (See attached form) 
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33. Preparation & Processing of GSA  
Form 3040 Report 

 
     To Block:  Enter General Services Administration with 
                          completed address; 
 
 Date Block:  Enter month and year of reporting    
                            period; 
 
 From Block:  Enter Territory of Guam State Agency 
                              for Surplus Property; 
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 1. Beginning Inventory Total block.  Enter the  
     total inventory using the original    
     Government Acquisition cost for all   
     properties on hand at the beginning of the  
     reporting month; 
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 2.Property Received Column – Includes original    
     acquisition cost for: 
 
  a. From Federal Agencies Block   
      (Subtotal Column) :  Enter acquisition 
         cost of property received and posted to  
         inventory records during the report  
        month; 
 
  b. From Other State Agency BLOCK:   
       Not applicable; 
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 c. From Overseas Block:  Not Applicable. 
 
 d. Other Receipts Block:  Enter the total  
      acquisition cost of properties returned by 
         donees. 
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          3.Property Donated Column:  Enter the  
              original acquisition Cost of Surplus  
              Property Distributed To:       
      
  a. Public Agencies Column:  To original 
       government acquisition costs for donation 
        to public agencies during the reporting  
       period as identified below: 
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1.Conservation 
 
2.Economic Development 
 
3.Education 
 
4.Parks and Recreation 
 
5.Public Health 
 
6.Public Safety 
 
7.Two or more (When donee indicates on 
    the distribution document) 
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  b. Non-Profit Institution/Organization    

      Column:  Non-profit tax exempt institution or 
      organization during the reporting period shall be 
       identified by: 
 
  1.Educational 
 
  2.Public Health  
 
  3.Total of Part II 
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• Other Distribution Column:  Original  
   government acquisition Cost For: 
 

   A. Transfer to Other State Agencies 
 
   B. Return to Federal Agencies 
 

  C. Sold 
 

   D. Abandoned or Destroyed 
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  c. Other Adjustments.  Total acquisition  
       cost of all property donated after having          
       been returned from done. 
 

• Ending Inventory:  To be computed by adding  
   A and B then subtracting C and D                                                  
       (A + B – C – D = E).   

 
        d. Distribution of Documents: 
 
  1.Original – General Services Administration 
 
  2. Copy – Financial File, SASP. 
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STANDARD OPERATING PROCEDURES 
     STATE AGENCY FOR SURPLUS PROPERTY 

FEDERAL PROGRAMS 
 

Program Promotion 
In an effort to promote the donation programs, the State 
Agency has been conducting meetings and training programs 
to eligible donees.  The State Agency will: 
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 1. Develop a format understandable to the potential 
     donee. The pamphlet (See attached), newsletter or 
     circular (See attached ), will explain the major  
     categories of eligible recipients, the types of surplus 
     property available, and how surplus property is  
     distributed by the State Agency to the donee. 
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 2. Conduct meetings and seminars with  
      Commissioners Council at least twice a year.   
 
 3.Obtain maximum visibility through the media or 
     mail out the promotion package to various  
     organizations. 
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 4.Visit various local public schools or public bodies to 
      inform them of the potential to reduce their  
      expenditures for supplies and equipment. 
 
 5. Will endeavor to contact all potential donees in the 
     territory and discuss or instruct them on procedures 
     to follow to establish their eligibility to participate in 
     the Surplus Property Program.   
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ANY QUESTIONS ? 
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